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If using XP with Service Pack 2 installed
please disable all pop-up blockers before 

entering the ADAP Site.



Select 
Tools;

Internet Options

Select 
Security Tab;
Custom Level

Security Settings:
Use Pop-Up Blocker

Select Disable and OK

Directions to Disable Pop-Up Blocker



Login using 
Assigned
User ID

Enter 
User Password

Select Sign In
if ready to enter 
Student Rosters

If not ready to 
Enter Student Rosters

Select 
Cancel

Login Instructions for School Instructors 1



Select 
Class Date

Enter Student Name
First, Middle, Last Name

*note 
Capitalize all names

Enter Student 
DOB

Month/Day/Complete Year

Select Either
Pass or Fail 2



More 
Students?

Select
Add More Students

Finished?
Select 

Complete 
Roster 3



Last Student
Entered

Adding More
Students

4

Additional 
Students

Added

Roster 
Complete?

Select
Complete Roster



5

Edit Roster

Student Needs
To Be

Updated?

Select 
Student 

Name
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Change
Made

Select Save

No Changes
To Be
Made

Select Cancel



Student needs
To be Deleted?

Select
Student;
Delete

7

Select
OK



Test User
Number

One has been
Successfully

Deleted
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Printed 
Roster

Select
Print Roster

9

Ready to Print
Roster?



Select 
Students

To Select all Students

To Select Particular Students

Select 
Print 

Certificates
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Ready to
Print
Certificates?



To Print 
Certificates

Select
File

Print
All
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Select 
Logoff

Finished?

More Rosters
To Enter?

Select 
Create Student

Roster
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Search for 
Student

Enter Student
Last Name

Select
Search
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Search Criteria
Pulls up all 
Corresponding
Students

Two Students
With same

Name located
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View of both Students Shown

After reviewing both Students Make Changes
Select Save or Select Cancel
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Select
Student 

And perform 
Necessary 

action 16

Finished?
Logoff



Login Instructions for School Administrators

Login using 
Assigned
User ID

Enter 
User Password

Ready to Enter System?
Select
Sign In

Not ready
To enter
System?

Select Cancel
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To set up 
instructor

18

Adding 
Personnel



Key in 
Instructors

Name,
Assign User Id, 

Password, 
Select Access

Instructor
Set Up?

Select Save

Incomplete 
Info

Select Cancel
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Adding 
Personnel
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Deleting 
Personnel

Select 
User;

Delete User

Select
OK



Selected 
User has 

Been 
Deleted
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Select to obtain
Pass/Fail Report

Pass/Fail Report
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Enter
Class Date From

and
Class Date To

Select 
Search
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Data 
Received

Printing
Pass/Fail Report

Select 
Print Report 
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To Print
Report
Select

File
Print 

All
Print
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Refer to Pages 18-21 for 
Instructions

Refer to Pages 2-16 for 
Instructions

Finished?
Select Logoff

26


